	Information Meeting

	                                       (Description)
	Request for Proposal No. ___


Good Morning  -OR-  Good Afternoon

	This is the Information Meeting for                               (Description), Request for Proposal No.          .

	My name is                        (Name/Title), for Pittsburgh Regional Transit.

	Also in attendance are __________(Name/Title of Project Manager); __________(Name/Title of DB/DBE Rep).

	I will be providing a general overview of the Request for Proposal.  ________(Name/Title of DB/DBE Rep) will address the DB/DBE requirements, and _________(Name/Title of Project Manager) and the dedicated Project Manager will then provide an overview of the Scope of Services.  

	Please ensure that your mics and phones are on mute throughout the duration of the meeting. Once the overview is complete, we will answer any questions you may have regarding the RFP. For those who have joined us through the Teams virtual platform, please enter your questions into the chat box. You may enter questions into the chat at any time throughout the meeting, but they will not be answered until the question and answer portion of the meeting. 

For those joining us over the phone, we want to ensure you have the opportunity to ask questions as well. Once we have answered all the questions in the chat, we will open up the meeting for questions from those joining us over the phone. Please identify yourself and the company you represent and then you may ask your question. 

Please understand that it is sometimes very hard to understand those on the phone as the quality of the phone calls aren’t always the best. For that reason, please email your questions to me at xxxxx@rideprt.org and they will be answered as soon as possible. 

Please note that ALL question must also be submitted in writing. 

eBusiness Overview

Again, if you have any questions pertaining to eBusiness we will be happy to answer them at the end.

 All Proposers must be registered in ebusiness, at http://ebusiness.ridePRT.org, in order to be notified of PRT solicitations, to obtain copies of RFP’s, the subsequent addenda and other related information, and to submit a Proposal in response to this RFP xx-xx. Although RFP documents will also be available on PRT’s website, PRT will only accept electronic proposal submittals through the ebusiness portal for this RFP, which requires vendor registration.  

The registration process takes about 5-10 minutes to complete, and while we do have a save for later function, we recommend that you register when you have the time to complete the process start to finish. If you start the process and realize that you need a piece of information that you do not have readily available,(i.e. your tax ID number), I would recommend canceling and starting over when you have everything that you need opposed to saving and picking back up later.

Are you already registered? Great! Please check your credentials. We understand that this is not a system that you are using regularly or at all since your  initial registration. Please try logging in to verify access to your company information.. Don’t remember your User ID or password? Are you getting and error message? Email me for help at XXXX@rideprt.org. 

Please don’t wait!!! Navigating eBusiness takes time, especially when you are not familiar with screens. Uploading documents takes time. The larger the file the more time that it will take to upload. Submitting the proposal takes time. Again, the size and number of files to be submitted will affect the time that it takes to complete the submission process. You may get an error message that prevents you from completing a necessary step. Regardless of where you are in the process of getting your proposal submitted, if it is not done by the time outlined in the RFP, the system will kick you out. So for example, if proposals are due at 2pm and you are still uploading documents at 1:59pm as soon as it rolls over to 2:00pm, ebusiness will kick you out of the event and your proposal may be considered a late submittal. So please do not wait until 30 minutes before the proposal is due to start the process. Please allow yourself enough time to run into trouble and still get help to get your proposal submitted before the deadline.

EBusiness now works with all up to date web browsers. However, we recommend that you use Chrome, FireFox, Edge, and Safari. The link is available on our website or you can just type ebusiness.portauthority.org in your browser to get there. EBusiness is not mobile friendly so please use a laptop or desktop computer to submit your proposal.

This is what the login screen looks like. From here you can obviously login, download the user guide that is also contained in the RFP documents, register as a bidder, or reset your password.

Once you are logged in this is what your main menu should look like. If it does not, please email me so that I can check your profile. Under Manage Events and Place Bids, please click View Events and Place Bids.

This page may take some time to load. This will display all of the open sourcing events that you have been invited to. If you do not see the event that you are looking for, you can enter the event ID and click Search. Then simply click the blue event ID.

This will take you to the first Event Details page. This page also takes some time to load. From this screen you will find the contact information for the Contract Specialist assigned to this RFP. You will also notice a Discuss Event in Forum feature. Please note that this function is disabled so if you have any questions regarding the RFP, please contact the Contract Specialist directly. Click View/Bid on Event.

This will take you to the second Event Details page. This is where you will need to submit your proposal. Step 1 is to answer the general event questions. You will see that there is a drop down menu and it does provide you with the ideal answer. If you do not enter yes here your proposal will be disqualified and you will have to start over.

Scroll down to the bottom of the page and you will see the line items. Please leave those boxes blank and click on Event Comments and Attachments.

You can find and download all of the RFP documents here. Below the documents you will see Add New Attachments. This is where you will upload your proposal.

Once the document is uploaded please enter a description. Click Add new attachment for each additional document that you would like to add. Click Ok when you are finished.

You will be returned to the Event Details page. You have the option to Save for Later. Please keep in mind that this will not submit the proposal for you. You will still have to navigate back here and click submit. I would highly recommend that you do not use this option and just go ahead and Submit Bid. You can always cancel or edit it once it has been submitted.

Once you click Submit Bid you will get a Bid Confirmation. Again, this page may take some time to load. As stated earlier the number and size of the files that you uploaded will affect the amount of time it takes to complete this process. But once you get this message. Click OK. And you are done. You will receive and email confirmation that your proposal has been received by eBusiness. We however will not be able to see the details or documents until the RFP opens at the time outlined in the RFP.

In the future, when a bid or request for proposal for a particular category is published, you will be automatically notified via email if you are registered in that category. Please make sure you carefully select the categories that are related to your type of business and I strongly encourage you to register multiple personnel within your company.   Also, it’s advised that you be proactive and check the website at least once a month for any additional upcoming procurements that may include construction, professional, parts and materials, etc. related projects, along with keeping company eBusiness information up-to-date quarterly.

Again, if you need help please do not hesitate to contact me.

General Information

· The term of the Agreement will be for a 3-year period with the option to extend the term of the Agreement up to an additional 2 years.  

· Proposals are to be submitted electronically only through PRT’s eBusiness portal, per Exhibit 9. Proposals must be received by 2:00 P.M., EST, _____ XX, 20XX per the instructions in the RFP documents.  Proposals not received by that date and time will not be given any consideration. 

· All questions must be submitted to me in writing. Please email all of your questions to xxxx@rideprt.org.  PRT WILL NOT respond to questions, other than procedural, after ______ XX, 20XX.

· Exhibit 1 in the RFP is the Sample Agreement that PRT will utilize to enter into an Agreement with the successful Proposer.  Please review and, if necessary, provide any comments in your proposal.  

· [If there are any dates during the solicitation period that PRT’s offices will be closed indicate. Note that PRT’s downtown office will be CLOSED on _________.  I will be unavailable for any questions.]

DBE/DB Subcontract Participation – DBE Rep
I’m going to pass this over to DBE Rep to discuss the DBE/DB requirements

These services are state and locally funded, which has Diverse Business (DB) rather than Disadvantage Business Enterprise (DBE) requirements for the RFP and for the subsequently awarded Agreement. 

· Despite the fact that percentage goals are not associated with the Diverse Business Program, to the extent that subcontracting opportunities are made available, contractors are required to consider and solicit from Diverse Business firms.
· The contractor must make a good faith effort to ensure that properly certified DB’s have the maximum opportunity to participate in the contract and the associated subcontracts.
· All DBs must be certified.  
· Certifying agencies are:
· PA UCP.com PRT administered 
· www.paucp.com
· National Minority Supplier Diversity Council (NMSDC)
· Women’s Business Enterprise Council (WBENC)
· Small Business Administration (SBA)
· Department of Veteran Affairs
· PRT will be reviewing proposed Diverse Business Participation as part of the evaluation process.
· The contractor is required to report on its DB usage throughout the duration of this contract.
· There are penalties imposed for non-compliance of the DB Program.
· Persons representing DB firms were encouraged to stand, state their name, company and field of expertise.  No DB firms were present.

For more information, or assistance in obtaining DB participation, please contact PRT’s DB/DBE Department.

Section 2.0 – Proposal Requirements
	
2.1.1	Proposals shall be no more than 50 pages if proposing on a single category, each numbered at the bottom.  Appendix information is in addition to the page limit of the proposal.  The font size for all material prepared in response to this RFP shall not be less than 10 pt. and contains 8-1/2” x 11 letter size.

		The Proposer shall include the following information in its Proposal:

· Cover – containing RFP title and Proposer’s name
· Letter of Transmittal which shall include the items identified in Section 2.1.1 of the RFP.
· Section 1 – Overview of Proposer
· Section 2 – Experience Record
· Section 3 – Project Work Plan
· Section 4 – Project Organization and Management Plan
· Section 5 – Summary of Costs (if Engineering RFP, not part of proposal, but to be submitted by highest-rated proposer(s) only)
· Appendix Information

Section 2.2 – Overview of Proposer (Section 1 of your Proposal)

	2.2.1	Include a description of the Proposer and its subcontractors.
	
	2.2.2 	Contractor will be required to perform a minimum of ___ percent of the work, a maximum of ___ percent may be subcontracted by Contractor. Proposer shall state percentage of work to be performed by the Proposer and each of its proposed subcontractors.
	
	2.2.3 	Provide a statement of the Proposer’s personnel and operations policies relative to personnel rates, expenses, overhead and alternative fee structures. [ do not include this Section if an Engineering RFP ]
	
	[2.2.4	Note if a local office is required within a 50 mile radius of downtown Pittsburgh.]

	Section 2.3 – Experience Record (Section 2 of your Proposal)

Provide relevant experience of Proposer and its proposed subcontractors.  Some general items required are:
	
1)	the status of the projects (are they currently ongoing or have they been completed and the time frame of the projects-start date and completion date)

2)  	describe the Proposer’s responsibilities for the identified projects

3)  	identify the Project Manager and staff for each of the identified projects that will be utilized to provide the services for this RFP

	4)  	identify the Proposer’s portion of the contract value of the identified projects

	Section 2.4 – Project Work Plan (Section 3 of your Proposal)

Demonstrate in detail the Proposer’s understanding and approach to the [ Contract Services -or- Project ], PRT is not looking for Proposer to reiterate the RFP Scope of Services.

[ If applicable--Staffing Tables – identify each task and the names of individuals and company that will be performing each task, including subcontractors and hours associated with each individual. ]

Section 2.5 – Project Organization and Management Plan (Section 4 of your Proposal)

2.5.1	Describe the project manager and key personnel that will be utilized for the [ Contract Services -or- Project ] as well as its proposed subcontractors, and their roles and responsibilities for the [ Contract Services -or- Project ].

2.5.2	Provide an Organizational Chart of the proposed team, including any proposed subcontractors.  The Organizational Chart shall include the proposed individuals name, company and proposed role [ for the Contract Services -or- on the Project ].

	Section 2.6 – Summary of Costs (Section 5 of your Proposal)

Summary of Costs (Exhibit __) [ for Engineering RFPs to be submitted by highest-rated proposer only - Other RFP’s included as part of the proposal; Proposer may present an alternative fee structure as part of its proposal ]

	Section 2.7 – Appendix Information

Only the information identified as part of the Appendix shall be included in the Appendix.

2.7.1	Complete Financial information of the Proposer (for the two most recently completed financial years).  If the Proposer is a publicly held firm, Proposer shall include its financial information in its proposal.  If the Proposer is a privately held firm, Proposer may include its financial information with its proposal or defer providing the information once it has been informed that it has been short-listed.

2.7.2	Certification of Proposer Regarding Debarment (Exhibit __)-complete appropriate form either over or under $25,000.

	2.7.3	Certification Regarding Lobbying (Exhibit__) and a Disclosure Form, if required.

[Note that both the Debarment and Lobbying certifications only need to be completed by the prime Contractor at this time.  Subcontractors will be required to complete these certifications after award of the Agreement.]

2.7.4	Proposer/Subcontractor Data Form (Exhibit __)-this information shall include the Proposer and any of its proposed subcontractors.

2.7.5	Resumes (Exhibit __) shall identify the proposed individuals relevant work experience.  Please note that the sample resume identifies the minimum information that PRT requires.  The resume does not need to be presented in the sample format provided, but should include all the information as requested on the resume.  Additional relevant information may also be provided.  Resumes shall not exceed 20 pages.  More than one resume can be included per page.

2.7.6	Guarantee of key personnel letter (shall be provided for the Proposer and any of its proposed subcontractors).
	
2.7.7	Affirmative Action and Equal Opportunity policy statement posting (do not want actual policy).  The posting shall be signed and dated. DO NOT SUBMIT THE ACTUAL POLICY.

2.7.8	A statement from Proposer that the insurance coverage as required by Exhibit ___ of the sample Agreement, can be obtained and will be carried without reservation or exclusion (Proposer does not need to provide a Certificate of Insurance at this time).

Section 3.0 – Proposal Selection Process

	Proposal General Requirements Checklist (Exhibit __)-Proposer may want to utilize this checklist when assembling its Proposal to make sure all items listed are included in its proposal.

Proposal Evaluation Rating Sheet (Exhibit __)-This exhibit will be utilized by the Evaluation Committee to rate the Proposals submitted.  

· Interviews are tentatively schedule for _______ (give range; i.e. end of July)

· This RFP is tentatively scheduled for the ______ (date) Board.

	This concludes the general overview of the proposal requirements.  _______ (Project Manager) will provide an overview of the Scope of Services

Open meeting for any questions regarding the Request for Proposal.

WRAP-UP:

	If an addenda is anticipated, advise the Proposer's accordingly.

	Note if copies of the Attendance sheet will be provided.

	Again, Proposals must be received by 2:00 p.m. on               at the Procurement Department, Pittsburgh Regional Transit, 345 Sixth Avenue, Third Floor.

	This concludes today's Information Meeting for ______________ (Description).  Thank you for your attendance.


cc:  Project File
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RFP No. __-__	6
PITTSBURGH REGIONAL TRANSIT
	
Information Meeting Agenda
Request for Proposal No. _____

DATE:		___________________
TIME:    	___________________

SEQUENCE:

	Pittsburgh Regional Transit

	A.	Introduction

	B.	Telephone Contacts for Proposer Questions

		Disadvantaged Business Enterprise Questions:
		
Sue Broadus – PRT (412) 566-5257

		Procedural Questions:

		{Contract Specialist Name} – PRT (412) 566-_____

		Questions Relating to Schedule of Activities and Technical Questions:

		Must be in writing (please use forms furnished) and must be submitted 			by mail, e-mail or facsimile to:

Pittsburgh Regional Transit
345 Sixth Avenue, Third Floor
Pittsburgh, PA  15222-2527
Fax:  (412) 566-5359
Attn:  {Contract Specialist Name}
E-Mail:  __________@rideprt.org
-OR-
Attn:  Catherine Terrill
E-Mail:  cterrill@rideprt.org 

	C.	Review RFP Document

	D.	Overview of Scope of Services

	E.	Questions and Answers (in writing-use forms furnished)

	F.	Wrap-Up

	PITTSBURGH REGIONAL TRANSIT

	Information Meeting Questions

_________________________ (Description)
Request for Proposal No. ______



Date:	_________________________________  	

Time:	_________________________________	


Name:  ________________________________________________                                      

Name of Firm:  _________________________________________                                       

Address:  ______________________________________________

	    ______________________________________________

Phone No.: ___________________________	Email: ____________________________


Question No. 1:




Question No. 2:




Question No. 3:




Question No. 4: 




